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This guide provides you with an overview of how to navigate through ProcureAZ as a logged-in non-
administrative user. A more thorough overview of how to navigate through ProcureAZ is provided in both the 
Basic Navigation and Advanced Navigation training courses. 
 
Selecting a Role 
 
Once logged in, your Homepage will display. Depending upon the role you are currently in, your Homepage will 
appear differently. You are also limited to your current role’s access and function privileges. Therefore, the first 
place you should look when you login is the role tabs along the top right of the screen to ensure that you are in a 
role that has access to the functions you would like to utilize. If you have been given only one role, then no role 
tabs will appear. 
 
 

 
 

 
Header & Navigation Bars 
 
Also above your Homepage are the Header and Navigation Bars. These two horizontal bars are always present 
on the screen while you are logged in. They contain a series of links, icons and dropdowns enabling the user to 
access various types of information and documents within the system. The Header Bar also displays the official 
clock of the system. This date and time is used when time stamping documents and approvals, as well as 
managing solicitation available and opening times. 
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Selecting a link or icon from these bars will take you elsewhere in the application. This includes while you are 
working on a particular document. Therefore, it is important that you save any work before selecting any of 
these links or icons. The tables below describe each link and icon, what functions they support and which roles 
can view them. 
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Homepage 
 

For non-administrative users, your Homepage consists of the area below the Home – Welcome Back (Your 
Name) label and features a series of tabs. Depending upon the role you are currently in, your Homepage will 
feature different tabs. Each tab provides links to the most recent items and documents that may require your 
action. The number in parentheses within each tab is the total number of items within that tab that may require 
action.  
  

 
 

 
Document Navigation 
 
All documents within ProcureAZ are organized in a similar fashion. Information on documents is input and 
accessed via a series of tabs along the top of the document. As information is input or edited on a tab, you must 
click Save & Continue on the bottom of the tab before proceeding to the next tab or navigating elsewhere in the 
system.  
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When starting a new document, you will start on the General tab, which is the far left tab. You will then need to 
complete any required fields on this tab before saving and moving to the next tab. Required fields are marked 
with an asterisk.  
 

 
 

 
Whenever you access a previously created document, you’ll initially be taken to the far right tab, the Summary 
tab. This tab displays all the information that was entered for the document on the previous tabs, and contains 
options along the bottom that, depending on the status, allow you to perform certain actions against the 
document, including Clone, Cancel, Submit for Approval, Approve/Disapprove, Send and Print. 
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